SCSC Document Style Guide

Contributors to the Shuttle Case Study Collection must adhere to this style guide.
Document File Types
All case study materials should be submitted as Microsoft Word documents for easy conversion to PDF.

Supplemental materials, such as photographs and drawings, should be included in the body of the Word
documents, but may also be submitted as JPEG files.

Title

Document Title: Title should be added to first page of document. Initial letters of major words should be
capitalized in 14-pt Times New Roman.

Case Title: An abbreviated case title should be in the upper left corner of the header beginning on page
two. It should be in 9-pt Times New Roman font.

General Font: All documents should use a justified 11-pt, Times New Roman for general text
Author Information

Author names and affiliations should be included within the footer of the first page. The author’s name
and professional affiliation should be listed in left justified, 9-pt Times New Roman font.

Page Margins
One inch margins should be used on all sides and on all pages.
Page Numbering

Beginning on page 2, page numbers should be included within the footer of all documents using centered,
9-pt Times New Roman font.

Headings

e Include NASA Case Study, NASA Case Study Epilogue, or Teaching Notes for NASA Case Study
just below the front page header.

There should be a blank 12-pt line after every heading in the text.

First-level headings should have an 18-pt blank line before the heading.

First-level headings should be bold, left justified, 12-pt Times New Roman font.
Second-level headings should be italicized, left justified, 12-pt Times New Roman font.
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Bibliography

The bibliography should be formatted using the Chicago Manual of Style (16" Edition). The complete
bibliography should be organized using a bracketed number list. Unless a full page or more, the
bibliography should be typed in a black-bordered text box placed immediately following the final
paragraph of the document. It is not necessary to place the bibliography on a separate page.

Ex:
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In-Text Citations

In-text citations should be done using bracketed numbers which refer to the number of the source listed
within the bibliography. Page numbers, separated by a comma, should also be included within these
brackets to indicate the page on which the information may be found within the document. Ex: The shuttle
stack consists of the orbiter, external tank, and solid rocket boosters [1].

Footnotes

Footnotes should be used to provide additional information pertaining to a given phrase, sentence, or
other language where further explanation is needed to enhance understanding and/or clarify context.

Footnotes should be referenced within the text using superscripts. If possible, do not interrupt a sentence
in the middle with a footnote superscript. Place the superscript number at the end of the sentence, after the
final punctuation mark. Footnotes should be formatted using the options listed in your word processor. If
an option is not available, format footnotes based on the Chicago Manual of Style (16" Edition).
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Appendix

Any necessary material that cannot be included within the body of case study documents should be
included within the appendix. Start the appendix on a separate page immediately following the
bibliography.

Figures

Figures such as graphs or pictures should be humbered and placed in an individual text box. The text box
should be unfilled and without borders, and incorporated within the document at an appropriate location.
Captions for figures should be typed in 9-pt italicized font and include source information. There should
be a 12-pt blank line between the end of the caption and the end of the text box.

Security Settings

Please do not use any form of security settings on your electronic files as they may require minor
modification to meet NASA publishing standards.

Additional formatting

For additional questions regarding formatting procedures, please refer to the Chicago Manual of Style
(16™ Edition).
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